VIEWING AN EMPLOYEE’S GOALS, TASKS, COMMENTS, REVIEWS

Description: Using the MY TEAM function, NCVIP Liaisons can view the goals, tasks, comments, and workplans
for staff they are authorized to view.

1. Under the MY TEAM tab select MY TEAM

Home Learning Leadership Training My Team Reports Performance

My Team
ello, Catherine, let's get started.
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2. Select the search icon,

Catherine Whaley
Correctional Admin...

Office Assistant |

Technology Support.

3. Enter the information for the staff member you wish to view and click SEARCH.

Search My Team *

First Name: Last Name:

Close Clear All Search

4. Click on the employee you searched for.

5. Select the PERFORMANCE tab. From here you will be able to view individual goals as well as any reviews.
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Captain \‘V/ 6 I'—

‘ Activities Profile Performance q
} Goals | Reviews
Goals
— —
o Lieutenant
DPS$2>SHP>COMMISSIONED OFFICER S>Community Partnership
@ Progress. :}40% Status: On Track Due Date: 6/30/2016
[ )
5/‘) DP$4>SHP>COMMISSIONED OFFICER S>Organizational Citizenshp
7 Progress: :]72% Status: On Track Due Date: 6/30/2016

DP$4>SHP>COMMISSIONED OFFICERS>PROFESSIONALISM
—
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Viewing Individual Goals, Tasks, and Comments

1. Ensure that you are on the GOALS portion of the PERFORMANCE tab.
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oals | Reviews

Goals
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Lieutenant

DPS$2>SHP>COMMISSIONED OFFICERS>Community Partnership
Progress: [ ]40% Status: On Track Due Date: 6/30/2016

DPS4>SHP>COMMISSIONED OFFICERS>Organizational Citizenshp
Progress: [ |72% Status: On Track Due Date: 6/30/2016

DPS4>SHP>COMMISSIONED OFFICERS>PROFESSIONALISM

Activities Profile Performance q

2. To view a specific goal, click that goal title.

3. You will then be able to see the Goal specifics including tasks, progress, and comments.

Start Date: 7/1/2015
Due Date: 6/30/2016
Status: On Track
Perspective: State of NC
Goal Category(s): Law Enforcement & Public Safety
Weight: 25%

Visibility: ¥/ Allow other users to see and align with this goal.

and following up with task on a by-weekly basis

Comments

the MAP unit to push the vehicle to the shoulder of the road to clear I-40 for traffic, ensured the safety of the occupants while a local trooper was enroute. RATING: Meets Expectations (2) ACTION TAKEN:
for his immediate action PLANS FOR IMPROVEMENT: N/A

Acknowledged & Concur RE LT Gibson's Comment dated 5/8/2015 @0900

OBSERVATION DATE: 05/07/2015(MM/DD/YYYY) OBSERVATION TIME: 1630 hours(HHMM) OBSERVATION LOCATION: |-40 Wake/Durham Gounty Linge OBSERVATION DETAILS 1 drove upon a vehicle
fire on 1-40 west bound at the VWake/Durham County line: was the first on the scene, exited his patrol vehicle to ensure the occupants were out of the vehicle then contacted Raleigh Communications to request the
fire department. Due to the vehicle being in the middle of I-40, stopped traffic in a safe zone behind the vehicle fire due to the vehicle being fully engulfed. Once the vehicle fire was extinguished, equested

Tasks
Description Start Date Due Date Weight Progress
Leadership: Promoting a prefessional and inclusive workplace environment by providing guidance to others within the work unit, delegating 71112015 /3012016 359% 100 %
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5/8/2015 9:00 AM

5/29/2015 10:05 AM
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Viewing a Review/Workplan

NOTE: ONLY REVIEWS, PLANS, ETC THAT ARE IN A COMPLETED STATUS MAY BE VIEWED.

1. Locate the employee through the MY TEAM steps above.

2. Onthe PERFORMANCE tab select REVIEWS

Reports Performance
My Team
- 1
7 & D =
- ‘ - 'I |I (oY
Captain A\ —~ v
| Activities { Profile Performance Calendar
} Goals | Reviews
VN Reviews
— —
1= Lieutenant
A 9 DPS FY 2015 - 2016 Performance Plan 1
g) Status: Complete, Completed: 5/4/2015
7

3. From this tab you will be able to see any COMPLETED workplans, reviews, development plans, etc.

4. Select the plan you wish to view. A Print Review box will open. You can select either version. Select PRINT.

r
Print Review x

® Manager Version
(All sections/steps of the review will print)

Reviewee Version
(Sections/steps visible to the reviewee will print)

Print Cancel

5. The pdf of the plan, review, etc will open in another window.
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